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Eligibility Income Worksheet 
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BACKGROUND: 
WIA Youth Programs require all youth to be eligible under the Federal guidelines in order receive program 
services. Before the start of the eligibility screening, it must be determined that the applicant is a citizen or 
resident alien with a right to work status, and males, 18 to 21 years of age, have been registered with Selective 
Service. The applicant’s status (age, barrier, school status, etc…) does not change throughout his/her 
participation. The applicant is considered a WIA youth participant at the first WIA funded activity, which is 
always Objective Assessment. Eligibility is tracked and verified using the Arizona Job Connection (AJC) system 
and participant’s case file. Initial general and economic eligibility determinations are to be based on a review of 
the AJC application form signed by the WIA applicant and/or parent/guardian (in the case of a minor). The 
following procedures and guidelines have been developed for documenting program eligibility and economic 
eligibility.  
 
 
POLICY: 
Orientation/Initial Assessment to the program will be conducted individually or in groups and will consist of an 
overview of the enrollment process, assessments, training programs, attendance requirements while in training, 
and information regarding financial aid and support services. Not everyone is enrolled in the program; however, 
alternatives will be explored with each orientation attendee. If the youth is not enrolled at this time, a referral 
must be given to another program that better meet his or her needs. 
 
Suitability should be determined during orientation. Not all youth who seek WIA-funded services will be suitable 
for the program, at that given time. The youth may have a problem or barrier that WIA services is unable to 
resolve or the youth’s expectations may not be in-line with the services/ objective of WIA youth program. The 
Youth Providers must adequately assess the youth’s goals, barriers, and expectations to determine if the youth 
is suitable for the program. If a youth is determined not to be suitable, a referral must be given to another 
program that better meets the youth’s needs.  
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Eligibility must be determined prior to providing services to the participant in order to comply with WIA 
requirements. The term “eligible youth” means an individual who is: 
 

 A low-income individual as defined by WIA Public Law (70% LLSIL) 

 Not younger than age 14 and not older than age 21 

 A citizen or resident alien with a right to work status 

 Registered with Selective Service if a male between 18 to 21 years of age 

 An individual with one or more of the following barriers: 
 Deficient in basic literacy skills as defined to include either: 

o Computes or solves problems, reads, writes, or speaks English at or below grade level 8.9 
o Is unable to compute or solve problems, read, write, or speak English at a level necessary to 

function on the job, in the individual's family, or in society 
 School Dropout; 
 Homeless, runaway, or foster child; 
 Pregnant or parenting; 
 Offender; or  
 Is an individual (including a youth with a disability) who requires additional assistance to complete 

an educational program, or to secure and hold employment as determined by the following criteria:  
o Other individuals defined as “at risk” by MWC, based upon assessment of skill needs, barriers, 

and/or referrals from:  
 Juvenile Justice Court system; 
 Youth services program providers; 
 Local education agencies 

 
Income Eligibility Exception (WIA Section 129(c)(5) and 20 CFR 664.220) 
Up to five percent (5%) of participants in each local area who do not met the income eligibility requirements can 
be determined eligible if they have one or more of the following barriers: 

 High-school dropout 

 Basic skills deficient 

 Educational attainment that is one or more grade levels below the grade level appropriate to the age of 
the individual 

 Pregnant or parenting 

 Individuals with disabilities, including learning disabilities 

 homeless or runaway or foster youth 

 offenders 

 Other eligible youth who face serious barriers to employment, as identified by the local workforce 
board. 

a. Other individuals defined as “at risk” by MWC, based upon assessment of skill needs, barriers, 
and/or referrals from:  

i. Juvenile Justice Court system; 
ii. Youth services program providers; 

iii. Local education agencies 
 
Note: 5% participants are reported in AJC and in the monthly participant tracker. 
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Out-of-School Youth: 
A minimum of 30% of all funds must be spent on out-of school youth, defined as an eligible youth who is a 
school dropout or who has either graduated from high school or holds a General Education Diploma (GED), but 
is basic skills deficient, unemployed, or underemployed, or is attending post-secondary and is basic skills 
deficient. 
Documentation Related to WIA Title 1B Eligibility 
See WIA Guidance Letter 05-07 change 2 and WIA Eligibility and Verification Checklist. 
 
Date of Birth & Age Verification  
The documentation can be in the form of a copy of a AZ driver’s license or AZ State ID, a copy of a birth 
certificate, public assistance or social service records, federal, state or local government identification card, 
passport, hospital record of birth, work permit, official school records/ID Card, baptismal record, Tribal Records 
and DD-214 Report of Transfer or Discharge. 
 
Citizenship/Right to Work  
Participation in WIA Title IB programs or activities must be available to United States citizens, lawfully admitted 
permanent resident aliens, refugees, asylees, parolees, and other immigrants authorized to work in the United 
States. There are numerous documents which Local Workforce Investment Agencies (LWIAs) and Administrative 
Entities (AEs) can accept as verification for citizenship and right to work in the U.S.  
 
Selective Service 
Registration information must be documented for all males who were born on or after January 1, 1960, who are 
18 years of age or older. Documentation can be in the form of a selective service registration card, a stamped 
post office receipt of registration, DD-214 Report of Transfer or Discharge, Selective Service Advisory Opinion 
Letter, Selective Service registration record, and Selective Service Verification Form. The selective service 
registration number may be obtained from the Selective Service Office at (847)688-6888. The youth may register 
at www.sss.gov. 
 
Family  
Under WIA, the term “family” related to two or more persons living in the same household who are related 
through blood, marriage, or court decree and are included in at least one of federal law groups below.  The state 
further defines family as an economic unit of one or more person, as described below. Family, as defined below, 
must be used in determining financial eligibility where appropriate:  

 A husband, wife, and their depended children 

 A parent or guardian and his/ her dependent children  

 Husband and wife 

 An economic unit of one or more persons who receive at least 50% of their financial support from the 
economic unit  

Note: If the applicant is disabled, he/ she is considered a family of one.  Verification of disability must be 
documented.  

 
Disability 
Provision of disability information is voluntary. In determining whether an individual without a disability can be 
considered a family unit of one, consideration is to be given in the following situations:  
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 An individual 14 years of age or older, not living with his/ her family, and receiving less than 50 
percent maintenance from the family in a six month period previous to program application  

 An individual 18 years of age or older living with his/her family who received less than 50 percent 
maintenance from the family in the six month period previous to program application and is not 
the principal earner nor the spouse of the principle earner  

 
If an individual qualified as a “family of one” because of more than one reason, only ONE reason needs to be 
documented (e.g. an individual who has a disability or who has been determined to be “financially independent” 
needs to have either the disability status or the “financial independence” status documented). 
 
Lower Living Standard Annual Income Levels (LLSIL) 
The 70% Lower Living Standard Annual income Levels (LLSILs) are published by the Secretary of Labor annually. 
They represent maximum annual income levels, adjusted for metropolitan and non-metropolitan areas, as well 
as family size, that are used as a criterion for eligibility under WIA. Specifically, the 70% LLSILs are used to 
determine annual income for all eligible youth with the exception of those served under the 5% exception.  
  
Family Income 
Documentation can consist of such items as: pay stubs, alimony agreement, award letter from Veterans 
Administration, compensation award letter, court award letter, employer statement, business financial records, 
housing authority verification, pension statements, quarterly estimated tax for self-employed persons, social 
security benefits, unemployment insurance documents, or public assistance records. An applicant statement can 
be used only in limited cases. 
 
An applicant statement may be used to verify family income when the information is unverifiable or it is 
unreasonably difficult for the applicant to obtain. When all practical attempts to secure the income verifications 
have failed and an applicant statement is used, detailed documentation in the case file must include the number 
of attempts and the types of attempts (i.e.: phone calls, written requests for information, etc.) completed by the 
case manager. 
 
Inclusions in Family Income 
Income that is considered when determining low-income status for the six (6) months prior to the date of 
application: 

 Alimony 

 College or university grants (excluding Pell Grants), fellowships, assistantships 

 Dividends, interest, net rental income, net royalties, and periodic receipts from estates or trusts 

 Gross wages/salaries paid, and military pay while on active duty and severance pay 

 Military family allotments or other regular payments from an absent family member but not child 
support 

 Net gambling or lottery winnings 

 Net receipts from: 
o Non-farm self-employment (receipts from an individual's own unincorporated business, 

professional enterprise, or partnership after deductions for business expenses); OR 
o Farm self-employment (receipts from a farm which one operates as an owner, renter, or 

sharecropper, after deductions for farm operating expenses) 

 Pensions, whether private or government (including military retirement pay) 

 Regular disability insurance or annuity payments 
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 Regular payments from the following: 
o Railroad retirement 
o Strike benefits from union funds 
o Worker's compensation; 
o Training stipends 
o Supplemental unemployment benefits paid by the union or employer; OR 
o Work-study wages not issued on low-income status 

 Tribal Per Capita payments per US Department of Labor DINAP Bulletin No. 00-11. According to this 
bulletin, per capita payments, regardless of the title attached to these payments, are considered 
“family income” with the exception of those payments “derived from an exercise of the trust 
responsibility”. 

 
Exclusions in Family Income 
The income that is not considered when determining low income status: 

 Any assets drawn down as withdrawals from a bank, the sale of property, a house or a car 

 Capital gains 

 Child support payments (paid or received), including foster care child payments 

 Veterans' benefits, i.e., compensation for a service-connected disability, compensation for service-
connected death, vocational rehabilitation and education assistance 

 WIA payments: training stipends, support, and wages 

 Non-cash benefits such as employer-paid fringe benefits, food or housing received in lieu of wages, 
Medicare, Medicaid, Food Stamps, school meals, and housing assistance 

 Pell Grants, Federal Supplemental Educational Opportunity Grants and Federal Work Study, PLUS, 
Stafford and Perkins loans (These are like any other type of loan, they represent debt and not 
income 

 Scholarships based on need 

 Tax refunds, gifts, loans, lump-sum inheritances, one-time insurance payments, or compensation for 
injury 

 Unemployment compensation 

 Welfare payments (including TANF, SSI, RCA, and GA) 

 Work-study wages issued on low-income status 

 Social Security (old age and survivors’ insurance or disability insurance). 
 
Applicant Statement   
Self-attestation occurs when a participant states his or her status for a particular data element and then signs 
and dates a form acknowledging this status. In these instances, the state does permit the applicant statement as 
an alternative means of verifying a limited number of factors related to the applicant status. The key elements 
for the applicant statement are (1) the participant identifying his or her status for permitted elements, and (2) 
signing and dating a form attesting to this self-identification.  
 
The WIA Eligibility and Verification Checklist is used by monitors when conducting data validation checks. Some 
of the elements states that the WIA application is sufficient proof; however, some require that if no 
documentation is provided, than the self-attestation form is used for validation. The checklist will enable easy 
identification of documents used to meet eligibility requirements. 
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The following youth element is the only instance where the WIA Application is a sufficient source for 
documentation:  

1) Out-of-School status at participation/ Highest Grade Completed  
2) Youth requires additional assistance 

 
The following elements are instances where an applicant statement is permitted when efforts have been 
exhausted and it has been determined that the documentation is unavailable and obtaining the 
documentation will cause undue hardship for the individual: 

1) Homeless individual and/or runaway youth 
2)  Youth Offender 
3)  Pregnant or parenting youth 
4) Individual Status/ Family Size 
5)  Out-of-school status at participation  

Applicant statement or WIA application is not allowable source documents for verifying in-school status, 
age, citizenship, and selective service at the time of program participation. Refer to the WIA Eligibility and 
Verification Checklist for supporting documentation for youth that are enrolled in school at the time of 
participation. 
 
For the pregnant or parenting youth, observation is also listed as a source documentation requirement for 
this element, in which the caseworker would have to document they have observed that the participant is 
pregnant or parenting in AJC case notes. 
 
All reasonable attempts must be made to secure the co-signature of the parent or legal guardian to the WIA 
Application and/or Applicant Statement form in the instance where a minor is applying for WIA services. If 
there is no parent or legal guardian available, a responsible adult in the life of the minor will have to suffice. 
A responsible adult (age 18 or older) can be a family member who has no legal guardianship but provides 
room and board, a religious person currently familiar with the family history of the minor, a counselor at a 
homeless shelter, etc.  
 
 
 


